M) MARYLAND

ay Department of Health Quick Reference Guide ImmuNet:
~ Center for Immunization Admin User Maryland's Imnmunization Information System

Welcome to ImmuNet!

As an ImmuNet user with a role of Admin User, you can manage user accounts and will be able to:

e Adda New User
e Change the Role of an Existing User

e Re-enable a Disabled or Terminated User

e Reset a Password

e Terminate a User

Add a New User

Click My Account at the top right corner of the screen.

Welcome iImmuNet User logged m as_ > Organizabon. Maryland Department of Health (Child) > My Account > Logout
. Admin User (Provider)

Im mu N et: WEBSITE NOTICE:

MARYLAND — ) ImmuNet works best with the most
gov Maryland’s Immunization Information System

DEPARTMENT OF HEALTH

Home Resources Contact Us

UAT Region 3.1.2 X :
R L e Click to locate a patient, enter a new patient, view
Patient Search patient records or add immunizations to a patient
record.
Patients
Organization Reports

Inventory and Ordering
Data File Loading

Click to proceed to the VFC Order Screen to
Manage Org Selections | IURSHINTENCRROIGEIN enter your inventory on hand for your VFC
order to be processed.

My Organization’s Inventory Status
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On the left navigator, click Manage Access, Edit User to search for the user.
In the section Status, click in the Active, Disabled, and Terminated check boxes.

Type in the Last Name and First Name in the respective fields and then click Find.

UAT Region Edit User - Search

Applications Application:  IMMUNET
Maps Account
anage Access

Organization: | AN Crgs v Refresh

Status Active [ Disabled M Terminated Bl

Last Name First Maime
Tor gpet @ eomplale (151 of users, ieave both feids biank and cick the find butlon
Search Results

 eme | reoeme [ W]

If you receive a message, in red, at the bottom, that says, “No users found matching the search criteria”, then the user is
not in ImmuNet.

Edit User - Search

Application: IMIMUNET

Organization: | All Orgs v | Refresh

Status Active Disabled Terminated

Last Name | patient | First Mame | test

To get a complete list of users, leave both fields blank and click the find button.

Search Results

e [ e ] W

= Mo users found matching the search criteria ==
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To add the user, click Add User on the left navigator.

UAT Region Edit User - Search

R R ]

Applications Application: IMMUNET
Manage My Account
- . Organization: | All Orgs h Helresh

Status Active B Disabled (] Terminated [

» Edit Organization

Edit User > Last Name: First Nama
> Add Kuttiple Users To gel 8 compets list of USErs, leave Do Hekls Hank and oick e fnd bullon

Search Results
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Step 1 — User Information — Enter the information in the required fields in blue/asterisks (*). If you are adding someone
who will be an Administrative User, Address and Phone Number are required. The username and e-mail address must be
unique (cannot be a shared or group e-mail address, but may be a personal e-mail address, if the user does not have a
work e-mail address).

*Password Guidelines - The password must be at least 8 characters in length, include at least one lower case letter, at
least one upper case letter, and at least one number.

Step 2 - Modify Access - If you are an Administrative User for more than one organization, select the appropriate one
from the Organization drop-down.

Click the Role drop-down and select the desired role for the user. Click Add, then click Save.

Add User & Modify Access

Step 1:

User Information

User Middle Initial
Password
Street ADdress |
Other Address
F.O. Box
City
State  MD ¥ Zip

Fhone |I| r- Ext

Step 2:

Modify Access

Add,remove,or change organizations and roles for this user:

IMMUNET

* Organization Add Access

Gurrent list of organizations and applications. Select the row to upaate the user's ;?;u?;

Appiication | organization | Role | Saws ] seect |

T
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The addition was successful, if you see this message at the top, in red, “**User Updated™**”.

Change the Role of an Existing User

Click My Account near the top right corner of the screen.

Welcome ImmuNet User ogged m as. > Organizabion. Maryland Department of Health (Child) > My Account > Logout
Role: Admin User (Provider)

L2 . WEBSITE NOTICE:
M,\$N[) ImmuNet:

- : ImmuNet works best with the most
gov Maryland's Immunization Information System current version of Internet Explorer or

DEPARTMENT OF HEALTH Google Chrome.

Home Resources Contact Us

UAT Region 3.1.2 . X
................. 2 Click to locate a patient, enter a new patient, view
Patient Search patient records or add immunizations to a patient
record.
Patients
Organization Reports
Inventory and Ordering
Data File Loading

Click to proceed to the VFC Order Screen to
Manage Org Selections | BURSANENCWAROIGEIM enter your inventory on hand for your VFC
order to be processed.

My Organization’s Inventory Status

Updated on 07/12/2019 Admin User
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On the left navigator, click Manage Access then click Edit User.
In the section Status click in the Active, Disabled, and Terminated check boxes.

Type in the Last Name and First Name of the user and click Find.

Edit User - Search

5
g
3

Applications Application:  IMMUNET
Mapage My Account
anage Access

Organization: | AN Crgs v Refresh

> Lisl Organizations Status Active W Disabled M Terminated B
> Edil Crganization

Last Name First Maime
Tor gpet @ eomplale (151 of users, ieave both feids biank and cick the find butlon
Search Results

 eme | reoeme [ W]

Select the user to be edited by clicking on the appropriate last name of the user (link in blue).

Edit User - Search

Application: IMMUNET Find

Organization: | All Orgs v Refresh

Status active M Disabled Terminated M

Last Mame user First Mame immunet
To get a complete st of wsers, leave both fields blank and click the find button
Search Results

Costame e | W
@ ImmuNet immunetuser

Updated on 07/12/2019 Admin User 6
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Go to the section Step 2 Modify Access section and go down to the gray table

Go to the row in the table that corresponds to the role to be changed. Click in the white Select check box, then click the
blue Select button.

Step 2

Modify Access

Add,remove,or change organizations and roles for this user:

Username immunetuser
User ImmuMet User

Application IMMUNET ~
Organization Type [R\R§; = v

Organization

Current list of organizations and applications. Select the row fo update ifie user's ;7': ‘m
1S

Appication | Organization | Role | Swws ] Select |

IMMUNET Al Rahmah School School Access Terminated O
IMMUNET  Bishop Walsh School ES‘:’DTEE%SE’ Terminated O
IMMUNET {(I;:I?g}lland Department of Health { &dﬂl;ngeléser Active @
PORTAL  Porial Default gl Application - active O

Save Cancel

Updated on 07/12/2019 Admin User
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To change the role, go to just above the gray table and click the Role drop-down, select a new role, and then at the right,
click Update.

Step 2:

Modify Access

Add,remove,or change organizations and roles for this user:

Username immunetuser
User ImmuNet User

opicason] oenizaion ] Roe ] _seus | upes _

~ © Active
fAdmln User (Prov»der v ~ Disabled Update b
O Terminated S—

Current list of organizations and applications. Select the row fo update the user's ;?;fugr

IMMUNET  Maryland Department of Health (Child)

IMMUNET Al Rahmah School School Access Terminated
- Admin User ¥
IMMUNET BlShOp Walsh School (Provider) Terminated D
Maryland Department of Health ~ Admin User
IMMUNET i) (Provider) Active
PORTAL  Portal Default A';°m’it§' Application e O
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The change was successful, if you see this message at the top, in red.

= User Access Updated ™

Edit User & Modify Access
Step 1:

User Information

Userld 49755
* User First Name | ImmuMet

|
* User Last Name | User |
User Middle Initial | |

|

* Username | immunetuser

New Password | | Confirm New Password |
Note: To Change the User Status go to the Modify Access section in Step 2 below.
User Status 0 Active 7 Disabled 7 Terminated
Street Address |

Other Address |
PO. Box |
City |

s 1D+ 2l [ ]

* Email | unknown@unknown.com |

Phone Number | | | | | | Extl:l
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Re-enable a Disabled or Terminated User

Click My Account near the top right corner of the screen.

Welcome ImmuNet User ogged m as. > Organizabion. Maryland Department of Health (Child) > My Account
Role: Admin User (Provider)

ImmuNeét: WEBSITE NOTICE:

MARYLAND = ) ImmuNet works best with the most
gov Maryland’s Immunization Information System

DEPARTMENT OF HEALTH

Home Resources Contact Us

UAT Region 3.1.2

................. Click to locate a patient, enter a new patient, view
Patient Search patient records or add immunizations to a patient

record,
Patients

Organization Reports
Inventory and Ordering

Data File Loading Click to proceed to the VFC Order Screen to
Manage Org Selections | RURCHINTCHRROIG T enter your inventory on hand for your VFC

order to be processed. (

My Organization’s Inventory Status

On the left navigator, click Manage Access then click Edit User.
In the section Status click in the Disabled and Terminated check boxes.

Type in the Last Name and First Name of the user in the respective fields and then click Find.

Application:  IMMUNET

Organization: | AN Crgs v Refresh
> List Organizations status active B Disanlen K Terminated K
> Edit Qrganization
m Last Name First Mame
= AOT WURI Users To gt a compiale (iS] of users, ieave both felds Hank and oick (e find bution

Search Results
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Select the user to be edited by clicking on the appropriate last name of the user (link in blue).

Edit User - Search

Organization: | All Crgs ’
Status Active [ Disabled Ml Terminated B
Last Mame user First Name immunet

To get a complete iist of wsers, leave both fields blank and click the find buttan
Search Results

e TS I T
@ Immuiet immunetuser
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Go to the section Step 2 Modify Access and go to the gray table.

Go to the row in the table that corresponds to the status to be changed. Click in the white check box, then click the blue
Select button.

Step 2:
Modify Access

Add,remove,or change organizations and roles for this user:

Username immunetuser
User ImmuNet User

E |

Application

Organization Type [RREYES
Organization

| kRoe K
Current list of organizalions and applications. Select the row fo update the users ;?;? uir

Applcation | organization | Role | saws | select

]

IMMUNET Al Rahmah School School Access Terminated n

. Admin User . ’
IMMUNET  Bishop Walsh School (Providen) Terminated
IMMUNET {c';:l?&'a"” Department of Health g, 1214 User Active ]
PORTAL  Porial Default S Terminated O

Admin

Save Cancel
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To re-enable the account, go to just above the gray table and click the radio button Active and then to the right, click
Update.

Step 2:

Modify Access

Add,remove,or change organizations and roles for this user:

Username immunetuser
User ImmuNet User

Appiication] ————Organization | Role | Saws | Update
IMMUNET Bishop Walsh School | Admin User (Provider v 1 Disabled

(O Terminated

Current list of organizations and applications. Select the row [o update the user's ; ?;?uosr

Application ““m
IMMUNET Al Rahmah School School Access Terminated

. Admin User : ,
IMMUNET  Bishop Walsh School e Jerminated
IMMUNET {;?g;am Department of Health oo User Active ]
PORTAL  Portal Default Mpfnrrtﬁ' Application o inateq O

Save Cancel
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The change was successful, if you see this message in red, “User Access Updated”.

= User Access Updated ™

Edit User & Modify Access

Step 1:

User Information

User|d 49755
* User First Name |ImmuNet

* User Last Name | ser

User Middle Initial |

* Username | immunetuser

New Password | | Confirm New Password |
Note: To Change the User Status go to the Modify Access section in Step 2 below.
User 3tatus 0 Active ™ Disabled 7 Terminated
Street Address |

|
Other Address | \
P.O. Box | \
Chy | |

state |

* Email | unknown@unknown.com ‘

Phone Number | || || | Ext| |

Updated on 07/12/2019 Admin User 14



S %)%%i?;é?& Health Quick Reference Guide

Center for Immunization Admin User Maryland's Immunization Information System

ImmuNet:

Reset a Password

Click My Account near the top right corner of the screen.

Welcome iImmuNet User ogged m as. > Of . Maryland Department of Health (Child) > My Account > Logout
Admin User (Provider)

ImmuNet: WEBSITE NOTICE:

MARYLAND — ) ImmuNet works best with the most
gov Maryland’s Immunization Information System

DEPARTMENT OF HEALTH

Home Resources Contact Us

UAT Region 3.1.2 X :
R L e Click to locate a patient, enter a new patient, view
Patient Search patient records or add immunizations to a patient
record.
Patients
Organization Reports

Inventory and Ordering
Data File Loading

Click to proceed to the VFC Order Screen to
Manage Org Selections | IURSHINTENCHRROIGEIN enter your inventory on hand for your VFC
order to be processed.

My Organization’s Inventory Status
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On the left navigator, click Manage Access then click Edit User

In the section Status, click in the Active, Disabled, and Terminated check boxes.
Type in the Last Name and First Name of the user in the respective fields and then click Find.
Select the user to be edited by clicking on the appropriate last name of the user (link in blue).

Edit User - Search

Application: IMMUNET Find

Organization: | All Orgs v Refresh

Status active M Disabled Terminated M

Last Mame user First Mame immunet

To get a complete st of wsers, leave both fields blank and click the find button

Search Results
et I S N TN
@ ImmuNet immunetuser

Updated on 07/12/2019 Admin User 16
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Go to the section Step 1 User Information.

*Password Guidelines - The password must be at least 8 characters in length, include at least one lower case letter, at

least one upper case letter, and at least one number.

Type in a new password in the New Password and Confirm Password fields (password is case-sensitive) and

Step 1:

User Information

User Id 49755
* User First Name ImmuNet
* User Last Name :User
User Middle Initial |
* Username :immunetuser

- CConfirm New Pas@ '

Note: To Change the User Status go to the Modify Access section in Step 2 below.
User Status © Active ' Disabled ' Terminated
Street Address

Other Address |
PO. Box |
City |
State | MD ¥ Zip | |-
* Email :unknown@unknwm.com
Phone Number | ] Ext|

then click Save at the bottom.

Save Cancel

Updated on 07/12/2019 Admin User 17
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The change was successful, if you see this message at the top in red:

** User Updated, Password Changed ™

Edit User & Modify Access

Step 1:

User Information

Userld 49735
* User First Name |ImmuNet

User Middle Initial |

|
* User Last Name | ser |
|
|

* Username | immunetuser

Mew Password | ‘ Confirm MNew Password ‘
Note: To Change the User Status go to the Modify Access section in Step 2 below.
User Status 0 Active ™ Disabled 7 Terminated
Street Address |

|
Other Address | |
P.O. Box | |
City | |

stte [

* Email | unknown@unknown.com |

Phaone Number | \ | \ | | Extl:l

Updated on 07/12/2019 Admin User 18
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Terminate a User

Click My Account near the top right corner of the screen.

Click Manage Access then click Edit User.

In the section Status, click in the Active, Disabled, and Terminated check boxes.

Type in the Last Name and First Name of the user in the respective fields and then click Find.

UAT Region Edit User - Search

Applications Applicatisn:  IMMUNET
Mapage My Account

Organization: | AN Grgs ¥ Refresh

> List Qrganizations Status active H Disabled B Terminaied B
> Edit Qrganization

Lasl Name Firsi Mame
To gef & compiele i8] of users, leave both feids Mank and ciek the find butian
Search Results

Select the user to be edited by clicking on the appropriate last name of the user (link in blue).

Edit User - Search

Application: IMMUMNET
Organization: | All Crgs ’
Status Active [ Disabled Terminated M
Last Mame user First Name immunet

To get a complete iist of wsers, leave both fields blank and click the find buttan
Search Results

e T
@ Immuhet immunetuser

Updated on 07/12/2019 Admin User 19
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Go to the section Step 2 Modify Access and go to the gray table.

Go to the row in the table that corresponds to the status to be changed. Click in the white Select check box, then click
the blue Select button.

Step 2:
Modify Access

'Add,remove,or change organizations and roles for this user:

Username immunetuser
User ImmuNet User

Application

e AnTypes v
Organization

Add Access

Current list of organizations and applications. Select the row to update the user's gz‘;?uc;@

Application | ___ Organization | Role [ status | Select

IMMUNET Al Rahmah School School Access Terminated =

p Admin User ‘
IMMUNET  Bishop Walsh School o Active
IMMUNET (c':“n?g)lam Department of Health o 1ard User Active O
PORTAL  Portal Default Portal Application  -tve O

Admin |

Updated on 07/12/2019 Admin User 20
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To terminate the account, go to just above the gray table and click the radio button Terminate and then to the right,
click the button Update.

Step 2:
Modify Access
Add,remove or change organizations and roles for this user:

Username immunetuser
User ImmuNet User

Appicaton| _Organizaion | Role | saws | Updae

"~ Active

IMMUNET Bishop Walsh School ' Admin User (Provider v | { Update

Current list of organizations and applications. Select the row to update the user's roie or

status.

T T I T
IMMUNET Al Rahmah School School Access Terminated

) Admin User :
IMMUNET  Bishop Walsh School il Active
IMMUNET (g:]a""}')'a"" Departmentof Health oy 42 User Active O

Portal Application _

PORTAL Portal Default Admin Active Il

Updated on 07/12/2019 Admin User 21
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The change was successful, if you see this message at the top in red:

= User Access Updated *

Edit User & Modify Access

Step 1:

User Information

User Id 49755
* User First Name | ImmuNet

* User Last Name | User
User Middle Initial |

* Username | immunetuser

New Password | | Confirm New Password |
Note: To Change the User Status go to the Modify Access section in Step 2 below.
User Status O Active 7 Disabled 7 Terminated
Street Address |

Other Address |
P.O. Box |
City |

sate | 1D v| w -]

* Email | unknown@unknown.com |

Phone Number | || || | Ext| |

Updated on 07/12/2019 Admin User 22



